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HRBEN
BENEFITS ADMINISTRATION

Chapter 8 –
Anytime Changes
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Employee requests Change
form  from Agency Benefits 

Specialist, completes the form,
and returns the form.

Agency Benefits Specialist proceeds to Enrollment
(HRBEN0001), select Anytime Changes and make 

the required changes.  Also, they make the 
necessary dependent benefit updates

(create/change) (PA30).  It is good to generate and 
send Employee Confirmation Letter.  The Agency
Benefits Specialist must sign the Change form, 

make a copy for their records and send the original
with the required documentation to EBD.

NO

YES

Employee reviews Confirmation 
Letter and reports any 

discrepancies within the required
time frame.

AASIS automatically creates or 
changes Benefits Payroll 

Deductions.

AASIS sends electronic
interface to vendor(s).

Pre-tax 
Cafeteria 

Plans
Affected?

Note: See Family Status Change BPP

Anytime Changes do not require you to create an Adjustment Reason.
Anytime Changes are made for the following reasons:

•Changes in Voluntary 403B Deferred Compensation Contributions
•Changes in 457 (CitiStreet) Deferred Compensation Contributions
•Stop Participation for One of Several Children

Note: On an increase or decrease in a Deferred Comp, you must use 
the begin date of the upcoming pay period.  *See OPM’s Payroll 
calendar of dates.

The Federal Law governs 3 phases in CitiStreet:
• Regular employees (must not exceed the normal annual maximum)
• Employees over the age of 50
• Employees who are 3 years from retirement

Note: Employees over 50 years of age or 3 years from their Retirement 
can defer more money if needed, subject to IRS rules.  Information 
about additional deferred amounts may be obtained from EBD.
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Exercise 
Scenario 9

• You have received an approved request  
to add an employee to Citistreet.  The 
employee wants to contribute $25.  Add 
the employee’s request for the Anytime 
Change.
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Demonstration

• Anytime Changes - Citistreet

Human Resource > Personnel Management > 
Benefits > Enrollment 
(HRBEN0001/PA30)
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1. Follow the menu path or enter 
HRBEN0001 in the command 
field; press Enter

Anytime Changes – Citistreet

Menu Path: Human Resources>Personnel 
Management>Benefits>Enrollment>(HRBEN0001)
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Anytime Changes – Citistreet

2. Enter employee’s 
personnel number

3. Select Anytime Changes
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4.  Double click on the 
appropriate Benefits elections 
(based upon employee elections and the rules) 

Anytime Changes – Citistreet
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6.  Click Accept

5. Enter dollar amount

Anytime Changes – Citistreet
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Anytime Changes – Citistreet

7. Click to enroll
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Anytime Changes – Citistreet

8.  Click to enroll

Note: Verify the Plan selected
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Anytime Changes – Citistreet

9. Click Confirmation;
Follow print instructions



8-12

AASIS Support Center, DiAnnette Scott
July’04, Revised to V5.0

8-12

An AASIS Training Guide
HRBEN – Benefits Administration

Anytime Changes – Citistreet

13.  Click Continue
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Questions and Answers


